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SUBJECT: Procurement and Issue of Technical Reference Material

BESCISSION: 11 45-5 dated 3 sugust 1962

1. PURPOSE

This instruction prescribes the procedure for the procurement, issue

and maintenence of technical logistics reference publications and the
manner in which such publications may be cbteined through the Logistics
Reference Room of the Supply Division (hereinafter refarred to ss the
Reference Room),

2, GENERAL

In‘otdar to eliminate duplication of effort and to conserve expenditures,
equipment and space, 21l technical logittic reference publications,
including newspapers, pericdicals and miscellanecus publications, will

be obtained from, or through, the Reference Room, 1126 Ames Center Building,

extension

3. RESPONSIBILITIES
a. The Chief, Reference Room is responsible for:

{1) Approving expenditures of publication funds for the Office

of Logistics.
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(2) Reviewing all Office of Logistics requests for procurement
of publications to ensure the most effective use of
publication funds.

{(3) Meintaining publications centrally to the meximum extent pessible
-and issuing material from the collection on &8 loan bLasis as
required.

{4) Furnishing research assistance to Agency components regarding
avallability, identification and prices of commercial items.

{3) Ensuring that requests for data on commercial equipment
ars compatible with the sterllity requirements io be placed
on the eventual procurement transaction.

b, Eech Staff and Division Chief, OL, is responsible for acting in

an advisory cepacity to the Chief, Reference Room on metters regarding
the selection of materfal for the technicel collection, and for
spproving requests for publications originating within the Staff or
Division,

¢. FPersonnel who have acquired publications on loan from the Reference
Room will be responsible for ruturniné or accounting for publications

prior to thelr separction or transfer from the Office of Logistics,

-zt
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4. PROCEDURES

&. Begquests for temporary loans of reference publications available in

the Reference Room will be made verbelly to the Chief of the Reference

Room,

b. Publications to be used cutside the Reference Room will be fssued on

& receipt basis for either & temporary or indafinite lcan., Publications

{ssued on an indefinite losn will be returned to the Reference Room

when ne longer needed by the borrower. Publications issued on & tempersry
basis will be returpned to the Reference Room within one week.

c. Bequests for a publication destired on an indefinite basis, will be
submitted to the Reference Room on Form 357, signed by the Chief of requesting
$taff or Division, Coples of ?brm 357 may be obtained from the Reference
Room. Personnel not assigned to the Office of Logistics may request
publications utilizing Form 1395 which is available from the Reference

Room,

George £, Meloon
DMryector of Logistics
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